Terminology, Symbols and Buttons — General Definitions

VVESTS is a web application. A browser is required to access this application. The only browser that is
compatible with VVESTS is Internet Explorer. It is important for the user to become familiar with the
terminology used throughout the training (ex: web page, URL, link). The following example consists of the
most commonly used terms in a web application.

Symbols and Buttons:

This application uses many of the same symbols and buttons. The following is a brief description of most of
those symbols and buttons.

URL: Uniform Resource Locator. This is the address which is typed in the browser to access any web
application

** indicates that the field is required. These fields will be highlighted in yellow.
* indicates that the field is conditionally required based on other criteria entered.

“CLEAR” button “erases” the input data entered.

“FIND” or “SEARCH” button retrieves records from the database. If the user inputs data, the FIND or
SEARCH button will use this data as the search criteria before retrieval.

“FIRST” button allows the user to access the first page of a retrieved list.
“LAST” button allows the user to access the last page of a retrieved list.

“NEW” button enters a new record into the database.

“NEXT” button allows the user to access the next page of a retrieved list.
“PREVIOUS” allows user to access the previous page of a retrieved list.

“QUERY” button is used to perform a search of the database.

“REQUERY” button refreshes the client’s record in the event any updates or deletions made in the
database.

“SAVE” button is used to save information into the database.

“UNDO” button is used to clear the record before it is saved into the database, for instance, to correct
errors or amend information. (Note: The “Esc” (escape) key on the keyboard acts as an UNDO button on
any pages where an UNDO button exists. HOWEVER, it will NOT work on any field having a drop-down
arrow; only the UNDO button will clear these fields).

It is important to remember NOT to use the back button in Internet Explorer or close the window
without first saving the data.
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